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Event Approval Application Form


	Please forward this application form to:
City of Casey Events Unit 
events@casey.vic.gov.au 


	Today’s Date:
	     

	EVENTS APPLICATION DETAILS


	Contact name (person to liaise with Council):  
	     

	Event organisation/group body:  
	     

	Phone:                                    
	(M)                              

	Email:       
	Website:      

	Incorporation number:       
	ABN:      


Legal Status (Please tick which one applies to your group)
 FORMCHECKBOX 
 Not-for-profit or incorporated association.
 FORMCHECKBOX 
 Registered business hosting a fundraising event where proceeds are donated to charity.
 FORMCHECKBOX 
 Registered business hosting a profited event.
Have you read the Event Planning Guide?
 FORMCHECKBOX 
 Yes


 FORMCHECKBOX 
 No

	EVENT DETAILS

	Event name: 

	Event description:      


	Event date(s):  
	     
	Time(s):
	                      

	Set up date(s):
	     
	Close down date(s):
	                      

	Event held previously:
	 FORMCHECKBOX 
  Yes  FORMCHECKBOX 
  No
	Total no. of people expected to attend at any one time:
	       

	Entry costs:
	Free entry:  FORMCHECKBOX 
  
	Voluntary donation:   FORMCHECKBOX 
 
	Admission fees:  $      


	EVENT VENUE

	Venue Name:
	     

	Address:
	 FORMTEXT 

     

	Has permission been obtained from the venue:
	Owner / Manager / Committee of Management 

Yes    FORMCHECKBOX 
      No   FORMCHECKBOX 
  

	Permission to use venue:
	Contact name:      
Contact phone number:      

	Have you sighted and approved the venue’s terms and conditions?
	Yes    FORMCHECKBOX 
      No   FORMCHECKBOX 
  


Privacy Statement

Your personal information will be handled in accordance with the Privacy and Data Protection Act 2014 and used for the specified purpose. You can access your personal information by contacting Council’s Privacy Officer on 9705 5200.
EVENT APPROVAL APPLICATION CHECKLIST

Please complete the following checklist relating to your upcoming event. To have your event evaluated the last page lists additional documents required to be submitted along with this application form.

	
	Requirement
	Please tick
	Compliance, permits, permissions that may be required for Council approval.

	1. Traffic and Parking

	 a)
	Will the event require any road or street closures?
	 FORMCHECKBOX 

Yes
(
 FORMCHECKBOX 

No
	Council approval required and 
Traffic Management Plan to be submitted.
Approval and/or permit from Victoria Police may be required along with other Emergency Services and Vic Roads may also be required.
Traffic Management plans are also required for Street Parties.

	 b)
	Increase road congestion in the area?
	 FORMCHECKBOX 

Yes
(
 FORMCHECKBOX 

No
	

	 c)
	Restrict access to, or require the use of footpaths or public car parks?
	 FORMCHECKBOX 

Yes
(
 FORMCHECKBOX 

No
	

	 d)
	Require parking beyond the immediate event site?
	 FORMCHECKBOX 

Yes
(
 FORMCHECKBOX 

No
	

	 e)
	Will event impact on public transport services (trains or bus services)?
	 FORMCHECKBOX 

Yes
(
 FORMCHECKBOX 

No
	If yes, a permit may be required from Department of Transport. Visit www.transport.vic.gov.au.   

	f)
	Will you be erecting any roadside signage?
	 FORMCHECKBOX 

Yes
(
 FORMCHECKBOX 

No
	Signage permits must be obtained for all roadside signage. Permits are supplied by the City of Casey.  

	2. Venue

	a)
	Is the event venue greater than 500m2? 
	 FORMCHECKBOX 

Yes
(
 FORMCHECKBOX 

No
 FORMCHECKBOX 
 
Unsure
	A Place of Public Entertainment Permit may be required. Contact City of Casey Building Services Department on 9705 5200.

	b)
	Will a vehicle/s be taken on to any Council land during the event?
	 FORMCHECKBOX 

Yes
(
 FORMCHECKBOX 

No
	Event Organisers may need to obtain “A Temporary Vehicle Permit”. A bond is required with the lodgement of the application.

	c)
	Do you require keys or power for your venue?
	 FORMCHECKBOX 

Keys
(
 FORMCHECKBOX 

Power
(if available)
	Event Organisers will need to arrange access to keys and power through the City of Casey Parks and Gardens department. A bond will be required for access to keys.

	3. Street Parties

	a)
	Have you received written approval from 75% of the people in the street? 
	 FORMCHECKBOX 

Yes
(
 FORMCHECKBOX 

No
 FORMCHECKBOX 
 
N/A
	Event Organisers must obtain approval from 75% of the people in the street and provide a letter confirming approval.

Invitations must be sent out 3 weeks before the Street Party

	b)
	Have you obtained a permit from Local Laws?
	 FORMCHECKBOX 

Yes
(
 FORMCHECKBOX 

No
 FORMCHECKBOX 
 
N/A
	Street Parties, Festival and Processions (Part 3, 3.41) Fee $115.00. A person must not on any public place, except with a permit, hold a street party, festival, or a procession.

	c)
	I understand that No Alcohol is permitted at the Street Party
	 FORMCHECKBOX 

Yes
(
 FORMCHECKBOX 

No
 FORMCHECKBOX 
 
N/A
	The Victorian Police Inspector for the City of Casey area in-conjunction with the City of Casey Council have agreed that all Street Parties hosted within the municipality are to be alcohol free.

	4.  Public Health and Safety


	a)
Please provide the total numbers of toilets to be available at the event (including portable toilets).

Total number of public toilets being used:             
Number of portable toilets being supplied:     
Females:
Enclosed unit:      
Hand basins:       
Males: 
Enclosed unit:     
Urinals:     
Hand basins:     
Unisex: 
Enclosed unit:     
Hand basins:         
Accessible toilets:     
Minimum requirements: One toilet for every 200 female patrons and one toilet for every 200 male patrons (a minimum of 30% in the form of enclosed units). One wash basin for every 200 patrons. For use by disabled persons, one unisex accessible facility for every 100 toilets.

	b) 
	If your event is conducted at night, has provision been made to light the toilets and access areas?
	 FORMCHECKBOX 

Yes
(
 FORMCHECKBOX 

No
	Permission from venue/land owner or manager required.

	c)
	Will your event provide water to patrons?
	 FORMCHECKBOX 

Yes
(
 FORMCHECKBOX 

No
	Venue/land owner or manager to provide permission or additional water to be supplied.

	e)
	Will food and beverage be served or sold at the event – Food Vans, Sausage Sizzles, etc

How many stalls?
	 FORMCHECKBOX 

Yes
(
 FORMCHECKBOX 

No

	Applications to the Environmental Health team require a minimum of 14 days prior to the event date. Visit http://www.casey.vic.gov.au/health-safety/food-safety for forms and fees.

	f)
	Will event involve fireworks, firecrackers or pyrotechnics?
	 FORMCHECKBOX 

Yes
(
 FORMCHECKBOX 

No
	Council will evaluate all requests to discharge fireworks on a case-by-case basis. Supporting documentation and permits must be completed and submitted to Council no less than four weeks prior to the scheduled event date. 

	5.  Temporary Structures

	a)
	Will temporary structures (e.g. marquees, stages, seating, fencing, etc.) be used?


	 FORMCHECKBOX 

Yes
(
 FORMCHECKBOX 

No
	Depending on the size and type of structure, Building and Occupancy Permits for the structure/s may be required by the Victorian Building Authority from Council’s Building Services Department.

	b)
If yes to 4a, please provide details of temporary structures (include sizes of marquees and stages):

     

	c)
	Will the event have amusement rides, jumping castles, entertainment vendors, etc?
	 FORMCHECKBOX 

Yes
(
 FORMCHECKBOX 

No
	You must provide a copy of Public Liability Certificate of Currency of the external contractor to Council. The device must meet current Australian Standards.

	d)
If yes to 4c, please list any amusement rides or entertainment vendors and include on Site Plan:

     

	6. Alcohol

	a)
	Will alcohol be sold, served or consumed?
Council’s Local Laws do not allow for the consumption of alcohol in public places without prior approval.


	 FORMCHECKBOX 

Yes
(
 FORMCHECKBOX 

No
	An application is required to be lodged with the Victorian Commission for Gambling and Liquor Regulation (VCGLR). 

Allow 60 days for processing.

A final copy of the approved Liquor Licence and Red Line Plan must be provided to Council before the day of the event.

	b)
	If alcohol is being sold, have you prepared a Liquor Licence Management Plan? Liquor cannot be assessed by the City of Casey without this document.
	 FORMCHECKBOX 

Yes
(
 FORMCHECKBOX 

No
	Before applying to the VCGLR for a Liquor Licence you must first seek approval from Council, in considering this approval a Liquor Licence Management Plan (LLMP) will be required, please allow 28 days for processing.

	7. Waste and Recycling Bins

	a)
	Are there existing bins (i.e. in a compound) at the site that can be utilised?
	 FORMCHECKBOX 
 
Yes
Yes
(
 FORMCHECKBOX 
 
No
No
No
	Check whether the bins on site can be utilised.

	b)
	Will your event require additional bins to be provided by Council?
	 FORMCHECKBOX 
 
Yes
Yes
(
 FORMCHECKBOX 
 
No
	

	c)
	- Number of General Waste mobile bins required from Council 
- Number of Recycling mobile bins required from Council
	
	Max. 20 (Bin size 240L)

Max. 20 (Bin size 240L)

	d)
	Will a private waste contractor be organised to provide bins?
	 FORMCHECKBOX 
 
Yes
Yes
(
 FORMCHECKBOX 
 
No
	If yes, please send through a copy of the contractors plan.

	8.  Risk Management

	a)
	Has a risk, safety and emergency management plan been developed?
	 FORMCHECKBOX 

Yes
(
 FORMCHECKBOX 

No
	Please attach Plan (in accordance with Australian Standards 31000/2009).

	b)
	Please list any consultation that has occurred with emergency services:

Local Police Station, Ambulance and Country Fire Authority (CFA) 
	 FORMCHECKBOX 
 Police 

 FORMCHECKBOX 
 CFA

 FORMCHECKBOX 
 Ambulance
	Keep a record of the date and method of contact e.g. email (you may be required to provide proof of this to Council). 

	c)
	Has First Aid been organised?  
	 FORMCHECKBOX 

Yes
(
 FORMCHECKBOX 

No
	First Aid services should be provided in accordance with recognised guidelines (see Guide to Successful Events).

	d)
	Has a security plan (including a crowd control plan, if relevant) been developed for your event?  
	 FORMCHECKBOX 

Yes
(
 FORMCHECKBOX 

No
	Private security should have the appropriate qualifications/regulations.

	9.  Accessibility Plan

	a)
	Has an accessibility plan been developed (to ensure access to all people, including people with a disability)?
	 FORMCHECKBOX 

Yes
(
 FORMCHECKBOX 

No
	All events must be accessible for the community.


EVENT MARKETING
Community Digital Event Signs - Please contact the Events Unit if you would like to be added to the Community Digital Event Signs.  Places are strictly limited.
Calendar of Events - The Calendar of Events is now an online form on which you can upload all details, flyers and photos to help promote your event. Please log on to the City of Casey website to complete the application: www.casey.vic.gov.au/arts-leisure/calendar-of-events. 

If you require assistance, contact the Events Unit on 9705 5200 or events@casey.vic.gov.au.
EVENT EQUIPMENT LOAN APPLICATION
If you are a not-for-profit organisation and wish to apply for the City of Casey FREE events equipment loan, please complete the application below. Please note pick up and return is only available Monday - Friday 8.30 am – 4.00 pm (except Public Holidays).
	Equipment Loan will be collected on:
	Date:
	
	Time:
	


	Equipment Loan will be returned on:
	Date:
	
	Time:
	


	Equipment
	Quantity

	 FORMCHECKBOX 

Chairs
	
	(110 max)

	 FORMCHECKBOX 

Trestle Tables
	
	(14 max)

	 FORMCHECKBOX 

Line Marking Machine
	
	(2 max)

	 FORMCHECKBOX 

Red Plastic Barrier Mesh
	
	(8 x 50m max)

	 FORMCHECKBOX 

Orange Safety Vests
	
	(20 max)

	 FORMCHECKBOX 

Traffic Cones
	
	(100 max)

	
	
	

	Equipment
	Quantity

	 FORMCHECKBOX 

Traffic Bollards
	
	(20 max)

	 FORMCHECKBOX 

Traffic Barriers (and legs)
	
	(5 max)

	 FORMCHECKBOX 

NO STOPPING signs
	
	(20 max)

	 FORMCHECKBOX 

DISABLED PARKING signs
	
	(5 max)

	 FORMCHECKBOX 
    “This event is proudly   supported by the City of Casey” sign. *
	
	


*The above sign is restricted to Council funded events only.
EVENT APPROVAL APPLICATION ATTACHMENTS
	The following documents are attached with the Event Approval Application Form (items 1, 2 and 3 MUST be attached for application to be assessed) 
	

	1 - Certificate of Currency for Public Liability Insurance (a minimum of $10 million or $20 million cover is required depending on the scale and complexity of your event)
	 FORMCHECKBOX 


	2 - Site Plan - (Must include all entry/exit points, emergency vehicle access, first aid, evacuation points, car parking, toilets, drinking fountains, hydrants/service pits, temporary fencing and signage)
	 FORMCHECKBOX 


	3 - Risk / Safety Management Plan
	 FORMCHECKBOX 


	4 - Other (please list):      
	 FORMCHECKBOX 



ACKNOWLEDGEMENT AND AUTHORISATION FOR EVENT INFORMATION RELEASE
	I,            acknowledge that the information contained in this form is true and correct and that the event will fully comply with the conditions of the event approval and other conditions as required by the City of Casey. This information will be subject to the City of Casey’s Privacy Policy and will be used by the City for the purposes of promoting the event. 

	Contact Name:
	     

	Signature: 
	     
	Date: 
	     

	For applications submitted electronically, please tick the box:     FORMCHECKBOX 
 Yes, I have read and agree.
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